
 
 

 

 
Customer Service Representative 

At Gemini Builds It! we create beautiful custom framing and custom display cases used in art galleries, 
museums, hospitality (restaurants and hotels), hospitals and high-end residences across the globe. View our 
work at geminibuildsit.com. 

We have an immediate opening for a full-time Customer Service Representative to join our Client Services 
Team. 

Responsibilities: 

1. Establish and maintain relationships with customers through phone and email contact: 
• Outbound calls made weekly to existing customers on designated routes as well as outreach for 

new customers. 
• Setting up new accounts 

 
2. Coordinate orders from start to finish: 

• Receive customer orders via phone, fax, email and/or from sales representatives 
• Respond to all customers/co-workers within a 30-minute time frame 
• Meet customer deadlines for projects 
• Ensure the accuracy of measurements and material details for all projects; sometimes requires 

research of previous order(s) 
• Calculate pricing using pre-established calculators and/or using Excel 
• Work with Purchasing Dept. for non-stock item pricing or special orders 
• Help design acrylic cases and/or brackets and other display options 
• Work with Showcase/Production/Frame Room Team Members on any technical issues 
• Send orders/renderings to customer for approval (drawing and pricing) 
• Coordinate timeline of orders with production departments 
• Ensure critical details are communicated to customer, production and sales 
• Reporting Issues & Accountability daily 
• Work on special projects assigned by sales and or warehouse 

 
3. Assist with shipping and delivery: 

• Wrap/send packages via USPS 
• Call in Freight for outbound/inbound orders 
• Issue Call Tags/Returns with various Parcel and LTL carriers 
• Communicate well with GBI Drivers on daily route information   

 
4. Assist with billing: 

• Check invoices for accuracy; create Bill of Lading; create driver paperwork 
• Enter payment for credit card customers 

 



 
 

 

5. Assist with customer pick-ups and customers who come into the Showroom (appointment and non-
appointment) to select their order 
 

Qualifications: 

• 2-3 years of experience in a customer service environment. 
• Experience in a custom framing and/or manufacturing environment a strong plus.  
• Strong verbal communication skills – pleasant phone voice and manner, excellent grammar. 
• Strong written communication skills – able to clearly write emails, notes, etc. 
• Exceptional detail orientation.  
• Must be able to multi-task and thrive in a fast-paced environment and maintain a strong sense of 

urgency. 
• Math skills – to calculate product measurements. 
• Analytical – to interpret and determine customer needs. 
• Team oriented – must be willing to assist as needed 
• Computer Knowledge – PC literate (email, internet) and intermediate skills with Word and Excel 

 
Benefits: 

• 401(k) & 401(k) matching 
• Health, Vision, & Dental insurance 
• Employee discount 
• Life insurance 
• Paid time off 
• Referral program 

 

To apply please send resume to: humanres@geminibuildsit.com 


